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Adding Items to existing records

Two ways to add items:

1) New  - Creates new items with default 
item type and collection information
2) Batch create – copies information from 
a current item in numerous quantities



Search for the record and Send to 
Copy/Item list

1)The first step is to search for your 
record - (F2 or searching>new search)
2)Verify that the record reflects the item 
in hand (ISBN, author, title, etc.)
“Send to” copy/item list (F10 or the icon 
with the paper and yellow arrow)



Send to - Copy/Item List 

Click “OK” or Enter



Copy/Item List  - New 



Edit screen - New

Displays default Item Type and Collection



Edit and Save

Scan Barcode, Add Call# and check item type and collection



Exiting without saving changes
If you exit without saving changes you will 
be prompted to save or cancel (Yes is the 
default) 



Check-in new Item
Remember to always check-in the new 
item
Option 1 - Open the circulation module 
and scan the new barcode
Option 2 - From the copy list you can 
“send to” (F10) and choose check-in
then Enter once the barcode has 
transferred to Circulation



Item/Copy List – Batch Create



Batch window – Copy area

Ignore

Enter 
amount 

wanted =1



New item is created – Edit item



Edit new item

A number is automatically added in the copy statement 
with batch create – you may want to delete 



Copy Area options
The first example created 1 new item 
based on the item that was highlighted 
when “batch create” was chosen.
1 in ”from” and 5  in “to” 5  would create 
5 new items
A prefix can be added before the copy 
area (for example “v.” for volumes )



Prefix label example – Batch create

This will create 5 new items with v.1 - v. 5 in the 
copy statement area of each item



Prefix example – Batch create



Add Barcode and Save



Check-in new Item
Remember to always check-in the new 
item
Option 1 – Circulation>Open CKI Window 
and scan the new barcode
Option 2 - From the copy list you can 
“send to” (F10) and choose check-in
then Enter after the barcode has 
transferred to Circulation (you will hear a 
beep if it has checked- in) 



Questions?
Contact 

Linda Roholt
Utah State Library 
1-800-662-9150
801-715-6754
lroholt@utah.gov

mailto:lroholt@utah.gov
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